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Getting Started with my|CalPERS – Direct Authorization Vendors 

Introduction 

 

Welcome to my|CalPERS! 

 

The Public Employer Readiness Team (PERT) has prepared this document, Getting Started with my|CalPERS – 

Direct Authorization Vendors, to highlight things our Direct Authorization Vendor business partners need to do or 

be aware of once they begin using the new my|CalPERS system. This document contains a checklist of activities, 

references to related resource materials, reminders, important dates to consider, and a Transition Guide, which 

specifies what will happen to processes currently used by Direct Authorization Vendors after the launch of 

my|CalPERS. 

 

Easy Does It! 

 

Using a new system can be a bit overwhelming at first, and we understand that you will have questions, may 

encounter errors, and may see things in the system that do not make sense. Rest assured that CalPERS staff will be 

available to support you and will continue to provide readiness assistance and training opportunities over the next 

few months.  

 

Once my|CalPERS launches on September 19, 2011, CalPERS staff will need to get accustomed to the new system, 

as well as process a backlog of data. We ask that you take this into consideration and have patience during the first 

few weeks after my|CalPERS launches. Our CalPERS Customer Contact Center and PERT anticipate a high 

volume of calls and you may experience longer than usual wait times. It is recommended that you prioritize your 

requests for assistance. If your question or issue is not time-critical, you may want to wait for the initial call volume 

to subside. Deduction requests for the November 1 warrant are not due until October 12, so we encourage you to 

take advantage of the extra time and ease into processing your data.   

 

During the first month after my|CalPERS launches, there will be a significantly greater than normal amount of data 

being processed that had been temporarily suspended during the system conversion period. Processing this data 

could affect the response time for processing Deduction Request files. 

 

We have established some guidelines for our Direct Authorization Vendors who will be submitting electronic files 

and/or processing online transactions, so that you will know what to expect during the first month after launch: 

 All Direct Authorization Vendors– Expect at most a 48-hour turnaround for processing of Deduction request 

files and online transactions.  This timeline will fluctuate based on the volume and priority of concurrent 

transactions being processed through my|CalPERS.  

 FTP Deduction Requests – Expect an email notification after successfully submitting a file, but status may not 

be available on the File Upload History page for up to 48 hours. 

 All File Reporter Direct Authorization Vendors - If processing time is expected to exceed 48 hours, expect to 

receive notification from CalPERS. If you don’t see your file process right away, please do not submit the file 

again. Wait for the file to process or to receive notification from CalPERS regarding a delay.
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The checklists on the following pages highlight things that Direct Authorization Vendors need to do and/or be aware of 

once they begin using my|CalPERS. 

 

PREPARING TO USE MY|CALPERS 

Navigating to 

my|CalPERS 

Are you able to navigate to my|CalPERS? 

 

YES Welcome to my|CalPERS! 

NO https://my.calpers.ca.gov is the link that will take you to my|CalPERS, where you will 

first indicate whether you are a business partner or a participant and then be taken to the 

Business Partner Login page, where you will proceed with logging in to my|CalPERS. 

 

Note:  This link will not be activated for access to the business partner landing page 

until my|CalPERS is launched on September 19, 2011. Prior to September 19, the link 

takes you to my|CalPERS for participants.  

 

Resource(s): 

 See Appendix A at the end of this document for detailed instructions on how 

to log in to my|CalPERS for the first time. 
 

 

□ 

Browser 

Compatibility 

When you are logged into my|CalPERS, are all features (buttons, tabs, text, etc.) displayed properly 

on your screen? 

 

YES No action required. 

NO There may be issues with the version and/or settings for the browser that you are currently 

using to access my|CalPERS. Internet Explorer v8 and Firefox v3.6 or above should be 

compatible. 

For example, if the “Home” tab is partially cut-off on the left side and you are: 

 Using Internet Explorer v8 - navigate to the “Tools” menu in your Internet Explorer 

v8 window and select “Compatibility View” (arrow A).  You will then be able to 

turn this view off by selecting the icon in the address window (arrow B) in order to 

see the entire “Home” tab. 

 

 Using an older version of Internet Explorer – download the free upgrade to Internet 

Explorer v8 by selecting this link: 

o http://windows.microsoft.com/en-US/internet-explorer/downloads/ie-8.  Do not 

upgrade to Internet Explorer v9. 

 

If you are still having problems with Internet Explorer, or if your organization requires 

that you use a different browser, you can download Mozilla Firefox for free by selecting 

this link: 

o http://www.mozilla.com/en-US/firefox/new/.   

 
 

□ 
 

A
B

 

https://my.calpers.ca.gov/
http://windows.microsoft.com/en-US/internet-explorer/downloads/ie-8
http://www.mozilla.com/en-US/firefox/new/
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System Access 

Administrator 

(SAA) 

Did your agency identify a System Access Administrator (SAA)? The SAA refers to the individual 

who has responsibility for the management of user access to my|CalPERS for your organization. 

 

YES Your SAA needs to change their password the first time they log in to my|CalPERS. 

NO Have the person you designated to be your SAA contact PERT at 

CalPERS_PERT4U@calpers.ca.gov to get set up in my|CalPERS.  

 

 

□ 

Setting up 

Business Contacts 

& Granting 

System Access 

Did your agency’s SAA set up business contacts for your agency, create user IDs and grant them 

system access? 

 

YES Contact your SAA for your username and temporary password.  You will need to create a 

new password and provide responses to security questions the first time you log in to 

my|CalPERS. 

NO Once your agency’s SAA has been established in my|CalPERS, the SAA can set up 

business contacts and grant them system access.  

 

Resource(s): 

 my|CalPERS Guide to Adding New Contacts in the PERT area of CalPERS 

On-Line 
 

 

 

□ 

Trusted Site 

Setup for 

my|CalPERS 

Reports 

Will you be generating reports in my|CalPERS? 

 

YES Add Cognos ®, a system reporting tool in my|CalPERS, as a trusted site to your web 

browser. 

Resource(s): 

 See Appendix B at the end of this document for detailed instructions on how 

to add Cognos ® as a trusted site to your browser. 
 

NO No action required. 
 

□ 

https://www.calpers.ca.gov/eip-docs/business/mycalpers-readiness/direct-authorization-vendors/add-contact-guide.pdf
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File Transfer 

Protocol (FTP) 

Connectivity 

Setup 

If you are planning on using File Transfer Protocol (FTP) to submit electronic files (Deduction 

Request files) in my|CalPERS, has your FTP connectivity been established? 

 

YES No action required. 

NO Contact PERT at CalPERS_PERT4U@calpers.ca.gov to initiate the setup process for 

FTP. Please be aware that this process can take up to six weeks. 

 

Note:  You can submit files via the file upload process in my|CalPERS in the interim while your 

FTP connectivity is being established. 
 

□ 

Email 

Notifications for 

FTP File 

Reporters 

Will you be using File Transfer Protocol (FTP) to submit electronic files (Deduction Request files) in 

my|CalPERS and receiving electronic response files via FTP from my|CalPERS? 

 

YES Set up a “System Support” contact type in my|CalPERS to receive email notifications 

regarding FTP response file availability. 

 

Resource(s): 

 my|CalPERS Guide to Adding New Contacts in the PERT area of CalPERS 

On-Line 
 

NO No action required. 
 

□ 

 

  

https://www.calpers.ca.gov/eip-docs/business/mycalpers-readiness/direct-authorization-vendors/add-contact-guide.pdf
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PROCESSING PAYMENTS 
Establish 

Electronic Funds 

Transfer (EFT) 

Account in 

my|CalPERS 

Do you use, or wish to use, the EFT Debit method to make payments in my|CalPERS? 

 

YES Discontinue using paycalifornia.com. The CalPERS link on paycalifornia.com will be 

unavailable after September 16, 2011, and future dated payments will be deleted. You will 

need to establish your EFT account and routing number in my|CalPERS prior to making 

your first payment. 

NO No action required. 

 

Do you wish to use the EFT Credit method to make payments in my|CalPERS? 

 

YES You will need to submit a user agreement for the EFT credit method. Upon receipt of the 

agreement, CalPERS will provide you with file specifications for your financial institution 

to initiate payment. 

 

Resource(s): 

 New Electronic Fund Transfer (EFT) Authorization Agreement – Credit 

Method will be available at launch on CalPERS On-Line. 
 

NO No action required. 

 

 

□ 
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REMINDERS 

my|CalPERS Training If you haven’t already done so, please make sure you register and take 

our my|CalPERS training, so that you receive the instructions you need 

to continue conducting business with CalPERS and help ensure a 

smooth transition and continuity in services.   

 

Resource(s): 

 my|CalPERS Training Registration 

(These resources are located in the Business Partner area of 

CalPERS On-Line) 

 

□ 

November 1 Warrant Deduction requests for deduction changes beginning on the November 

1 warrant are due on October 12. 

□ 

MISCELLANEOUS INFORMATION 

Sending Documents to CalPERS Mailing address for sending documents to CalPERS Headquarters: 

California Public Employees’ Retirement System 

P.O. Box 942715 

Sacramento, CA  94229-2715 

 

Fax number for faxing documents to CalPERS Headquarters: 

800-959-6545 

 

Note: Some CalPERS program areas may still provide their  

own PO box and fax number for a more direct routing of  

correspondence. 
 

□ 

https://www.calpers.ca.gov/index.jsp?bc=/business/mycalpers-readiness/direct-authorization-vendors/training-education/training-opps.xml
https://www.calpers.ca.gov/index.jsp?bc=/business/mycalpers-readiness/direct-authorization-vendors/training-education/training-opps.xml
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Transition Guide 

 
The purpose of the Transition Guide is to outline changes affecting forms used by employers as a result of the my|CalPERS implementation.  There are three 

possible scenarios for what happens to each form: 

 Use Existing Form – use the existing form just like you have in the past 

 Online Functionality – the form is being replaced by an online transaction that you will use in my|CalPERS instead of using a paper form 

 New Form in my|CalPERS – the old form is being replaced by a new online form available within my|CalPERS. 

 

NAME OF FORM 

BEFORE MY|CALPERS 

FORM ID WHAT HAPPENS POST 
LAUNCH 

COMMENTS  

 

File 

Functionality 

Online 

Functionality 

Direct Authorization Deduction Request   PRS-346 ☒ ☒ Add, Update and Delete transactions submitted via File 

Upload or FTP will process. Add and Update 

transactions submitted online will process. Online 

processing to delete current deductions will be done by 

CalPERS at launch. 

Deduction Register N/A  ☒ ☒ Files transmitted in XML via FTP only.  Online access 

allows download of file in various formats. 
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Appendix A 

 

INSTRUCTIONS 

Logging into my|CalPERS 

 Open Internet Explorer. 

 Navigate to my|CalPERS using this link: https://my.calpers.ca.gov 

 Follow the instructions below to log in to my|CalPERS for the first time.  
 

 

 

From the my|CalPERS Log In page, select the Business Partner radio button, then select the Continue button. 

https://my.calpers.ca.gov/
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Enter your User Name and Password.   
 

 

 
 

For security, select your five challenge questions and answers. Then select the Save and Continue button.  
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Select the Accept button. 

 

 
 

Welcome to the Business Partners my|CalPERS Home Page! 
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Appendix B 

 

INSTRUCTIONS 

Add Cognos ®, a system reporting tool in my|CalPERS, as a trusted site to your web browser. 

 Open Internet Explorer. 

 On the Menu Bar, select Tools and then select Internet Options. 

 Follow the instructions below to add Cognos ® as a trusted site. 

 

 

 

1. Select Security Tab. 

2. Select Trusted Sites. 

3. Select Sites. 

4. Make sure the box is not checked. 

5. Enter https://*.calpers.ca.gov to add this website to the zone. 

6. Select Add. 

7. Select Close. 

 

 

1

2

3

4

5
6

7

https://*.calpers.ca.gov 
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Follow the instructions below to modify the options of the Trusted Sites zone and set the "Enable XSS Filter" property to 

"Disable." 

 

 

Back on the 'Internet Options' dialog, with 'Trusted Sites' still selected, select the Custom Level button. 
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In the 'Security Settings' dialog, scroll down to find the ‘Downloads’ setting. 

 

Change the setting for ‘Automatic prompting for file downloads' from 'Disable' to Enable.’ 
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Continue scrolling down to find the 'Enable XSS filter' setting. 
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Change the setting for 'Enable XSS filter' from 'Enable' to 'Disable', then select OK. 

 

 

When prompted to change settings for this zone, select Yes. 
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Back on the 'Internet Options' dialog, select OK. 

 

 

 

 

 


